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ROANOKE COUNTY COMMUNITY DEVELOPMENT 
Office of Building Safety 

CERTIFICATE of OCCUPANCY 
CERTIFICATE of COMPLETION 

Permit Application  
 
THIS IS AN APPLICATION ONLY.  IT IS NOT AUTHORIZATION FOR USE OF PREMISE.  IT IS UNLAWFUL 

TO USE OR OCCUPY ANY STRUCTURE OR LAND IN OR ON WHICH A NEW USE IS CREATED OR AN 
EXISTING USE IS CHANGED, CONVERTED, ENLARGED OR MOVED UNTIL A CERTIFICATE OF ZONING 

COMPLIANCE IS ISSUED, PER SECTION 30-10 OF THE COUNTY CODE OR SECTION 7-3 OF VINTON CODE 
FOR ZONING REGULATIONS,. NO USE SHALL START UNTIL CERTIFICATE OF OCCUPANCY IS ISSUED, 

PER SECTION 116 OF THE VIRGINIA UNIFORM STATEWIDE BUILDING CODE. 
 
PROJECT NAME _____________________________ TAX MAP # _______________ 

 
PROPERTY ADDRESS_________________________          PERMIT # ________________ 

 
REQUESTED BY________________________________________________________ 
RELATIONSHIP TO OWNER:  OWNER LESSEE AGENT (permit holder, design prof.) 
 
APPLICANT ADDRESS_________________________________________________________ 
 
PHONE________________ FAX_________________ EMAIL__________________ 
 
CATEGORY: RESIDENTIAL COMMERCIAL  

Please check method to receive Certificate 

 Mail    Fax   Pick Up 

TYPE of CERTIFICATE NEW CONSTRUCTION (FINAL) CHANGE OF OCCUPANCY Δ      EXISTING CO ** 
REQUESTED  NEW CONSTRUCTION (TEMP./PARTIAL)*      TEMPORARY STRUCTURE (≤ 180 DAYS) 
                                 CERTIFICATE of COMPLIANCE (ALTERATIONS) 

CHANGE OF OCCUPANCY/EXISTING CERTIFICATE OF OCCUPANCY  INFORMATION 

EXISTING CONDITIONS (where applicable) 
 

PROPOSED CONDITIONS 
 

 
PRESENT ZONING _________________________ 
 
CURRENT USE  ____________________________ 
 
                         ____________________________ 
 
EXISTING PARKING _______________________ 
 
________________________________________ 
EXISTING CONSTRUCTION - BUILDING DESCRIPTION 
 
TENANT UPFIT OF SHELL BUILDING   Y  N 
 
SHELL BUILDING PERMIT #_________________ 
 

 
PROPOSED ZONING _____________________ 
 
PROPOSED USE ________________________ 
 
                          ________________________ 
 
ADDITIONAL PARKING __________________ 
 
CONSTRUCTION TYPE______      STORIES___ 
 
SQUARE FOOTAGE _____________________ 
 
HAVE FINAL BUILDING                 Y  N  N/A 
INSPECTIONS BEEN COMPLETED 
 

NOTES 

* Request for Temporary Certificate of Occupancy by permit holder is only allowed when sufficient work is accomplished so that 
portion(s) of building proposed to be occupied may be done so safely without endangering life or property as deemed appropriate. 
 
**Request for an Existing Certificate of Occupancy must be accompanied with signed written affidavit indicating that the existing 
occupancy classification has not changed, and will be issued after determining that there are no current violations with the Virginia 
Maintenance Code or the Virginia Statewide Fire Prevention code, and is subject to verification. 
 
Δ Change of Occupancy applications must include all pertinent submittal documents (reports, construction documents, building 
drawings and/or renderings, etc.) by Registered Design Professional to ensure building can be occupied safely. 
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FEE SCHEDULE 
Certificate of Occupancy Request – Final                
Certificate of Occupancy Request – Temporary       
Residential - 30 Day; Commercial – 90 Day (Max.) 
Certificate of Occupancy Request – Temporary Ext. 
Certificate of Occupancy Request – Existing   
Reprinting of Certificate of Occupancy          
 

$25.00 
$25.00 
 
$25.00 
$35.00 
$25.00 

 
CERTIFICATION 

 
I hereby certify that I am the owner of record of the herein described property, or that the proposed work has been 
authorized by the owner of record and that I have been authorized to make this application as a designated agent.  
I understand that all applications for Certificates of Occupancy, along with all additional information required, must 
be provided to the Office of Permits and Inspections prior to processing this application/request.  All information 
submitted will be reviewed prior to the issuance of a Certificate of Occupancy and an inspection of this property 
may be required.  I also understand that I am required to conform to all applicable requirements of the Virginia 
Uniform Statewide Building Code, the Roanoke County or Town of Vinton Zoning Ordinance and all other applicable 
laws and ordinances and that the Certificate of Occupancy authorizes only the use, arrangement and location as 
stated on the application and current or previously submitted/approved construction documents and no other. 
 
 
_________________________________   ____________________________ 
OWNER’s SIGNATURE      APPLICANT’s SIGNATURE (if different) 
 
 
 

OWNER’S AFFIDAVIT 
(complete if application is for Existing Certificate of Occupancy) 

 
I affirm that I am the owner of the property described in this application and that I confirm to the best of my 
knowledge, and as ascribed by previous business records, the use currently described in this application has not 
changed from original approval of prior building which has been occupied for this use since _________, and that I 
affirm that I will continue to use the building/structure in question in a consistent manner as described in this 
application.  If I as the owner change the current approved use, I agree to contact this office to determine any 
needed changes to the building/structure in accordance with the Virginia Uniform Statewide Building Code.  I also 
understand that I am required to conform to all applicable requirements of the Virginia Uniform Statewide Building 
Code, the Roanoke County or Town of Vinton Zoning Ordinance, the Virginia Statewide Fire Prevention Code, the 
Virginia Maintenance Code and all other applicable laws and ordinances that apply to the use described. 
 
SIGNED:(MUST BE NOTARIZED IF OWNER DOES NOT PRESENT IN PERSON) ______________________________________________________ 
 

Subscribed and sworn before me in the _____________ of _____________, this____ day of _______  20____ 
 
My commission expires _______________________________ Notary Public ___________________________ 
 

RECORD OF ACTUAL FINAL ON-SITE CONDITIONS 
(FOR OFFICE USE ONLY) 

INSPECTION ITEM AGENCY 
APPROVAL 
(Y/N;N/A) 

REVIEWER 
& DATE 

COMMENTS 

Land/Building Use Planning/Zoning    
Land Development Engineering    

Public Utilities WVWA/TOV    
Road Access VDOT/TOV    

Building 
Safety/Use 

Permits & 
Inspections    

Private 
Utilities/Health 

Code 
VDH    

 


